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DD/A 78-0868/2 

■ MflR i97f! 

MEMORANDUM FOR: Deputy Director of Central Intelligei ce 

FROM: John F. Blake 

Deputy Director for Administration 

SUBJECT: Use of Prefix "Ms." 


Frank : 

1. You asked, "When are we going to start us ini 
Ms. like every other government agency?" There has 
been no initiative taken towards establishing the prefix 
"Ms." as Agency policy. This is based in part on tbe 
Comptroller General Decision of August 28, 1975 which 
states "...a woman employee may elect to use the prefix 
Ms. instead of the traditional forms of Miss or Mrs." 

In those instances where we are aware of the preference 
for "Ms." it is used. Where no preference is expressed 
we use Miss or Mrs. as appropriate. 

2. A few years ago, the Honor and Merit Award hoard 
used "Ms." in the preparation of their correspondence. 
There was a strong negative reaction among those who pre- 
ferred Miss or Mrs. and the practice was dropped. j am 
sure the pronouncement of an Agency policy establishing 
"Ms." as the prefix for women employees would draw equally 
strong opposition. 

3. The Office of Personnel has checked with several 
other government agencies and finds that they comply uith 
the Comptroller General Decision cited above, i.e., tie 
use of "Ms." is voluntary. There is no policy which 
directs its use. 

4. Attached for your signature, if you choose, is 
a Headquarters Notice establishing an Agency policy oi the 

TATINTL 

i John F. Blake 

Attachment (2) * 

Proposed HN 
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use of the prefix "Ms, 
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ADMINISTRATIVE - INTERNAL USE ONLY 
This Notice Expir e s 1 April 1979 

RECORDS AND CORRESPONDENCE 


STATINTL 


ilN 



Use of Prefix "Ms." 

Effective immediately, it will be the policy 
of this Agency to use the prelix "Ms." in the 
preparation of correspondence including letters 
and memoranda making reference to women employees. 


Frank U. Carlucci 

Deputy Director of Central Intelligence 


DISTRIBUTION: All Employees 


ADMINISTRATIVE - INTERNAL USE ONLY 
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Table 3. Instructions for Filling In Standard form 50 


(*•>11 information listed in this tabic must ho given on Standard Form 50, unless it is indicated below that the 
information is not required. No additions or changes in the prescribed information mav be made withe ut die 
prior approval of the Civil Service Commission.) 


Type of information 

T 

j Item No. 

Specific instructions 

Name . . 

1 

1 

a. Complete on all actions, Write the name the same way on 
all notifications of personnel action about the same person. 
Enter in capital letters, giving the last name first, folott d 
by the first and middle names or by one given name and one 
initial. 1 After the name, enter “Mr.,” “Miss.” “Mrs..” or 
->“Ms.,”4- whichever is applicable. 

b. In reporting a change of name, show present name un. :er 
this item; show former name under item 12. 

(For agency use)._ 

2 

Use optional with agency. 

Birth date . 

3 

Complete on all actions. Enter the month, day and year n< 
six numerals, for example, “01-08-12.” 

Social security number.. 

4 

a. Enter the social security number or Railroad Retirement, 
Account number on all actions for: 

(1) United States citizens. 

(2) Foreign nationals serving in the 50 States, the District of 
Columbia, and in the areas listed in note below, tin- 
foreign nationals, precede the social security number w. sh 
an “N” meaning non-U.S. citizen. 

(3j For foreign nationals serving outside the areas covered 
above, enter: 

-“FXO,” meaning a foreign national outside the spe ri- 
fled areas. (If such an employee has a social security 
number, it may be entered under “FNO.”) 

(4) If the social security number cannot be obtained before the 
SF 50 is prepared, enter a zero, or zeros, e.g., 
“000000000,” ii. item 4; if the number is not being obtain a 
explain why imder Remarks. 

(5) For corrections of social security numbers see table 4. 
subtable 12. 


Ihe employees maiden name may be used os the last name, if the employee so requests, is known m i ex- 
community by that name, and there is no compelling reason to deny its use. 

Comptroller General Decision A 843-10, d a ted August 28, 1075 , states that a woman, notwithstandii g 1 i 
J Al.d r l.tdS f ') hfls the right to us e her r niadeu name on Government records p rov i ded that she uses the same nn >«> 
continuously on ail such record s. Simi larly, a woman employee may elect to use the prefix Ms. instead of the tirivfi- 
tional forms of Miss or Mrs.<~ ' ~ ' ‘ ' 


FPM Supplement 296—31 


inti. 

March 31, 19 I 
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STATlKJTL , ' ROUTING AMO RSCORD 5HSET 


c r sct 

o . L *\ c I 


SlJ&jECT: (Optional) 

CIM RECOMMENDATION : 


FROM: 


Recorder, UMAB 
5 E 56, Hq . 



BD/A T 


T 

X 




| 40 7 8 


TO: (Officer designation, room number, ar>d 
building) 


'Chairman, HMAB 


5 E 58, Hq. 


2 'E0/DDA 
7 D 18, Hq. 


3 . 


DATE 


RECEIVED 




:5 


4 , 


Associate Deputy Director 
for Administration 
tu. i) —1-8- j • Hq-,- — 


V] 


Deputy Director for 
Administration 7 D 18 


sDeputy Director of 
Central Intelligence 
7 E 12, Hq . 



Recorder, HMAB 
5 E 56. Hq. 


9 . 


10. 


11 . 



12 . 



13 . 




14 . 



FORWARDED 


i OrFICER '5 
INITIALS 




4 


/X 


X7 


/ 

T " 

0. 


C\N \ „ 

X i - /X 


P;( 


Vf 


L. 


15 . 


i 


i 


..... L 

N 




2 MAR 13 73 


COMMENTS (Number each comment to show f om whom 
to whom. Draw a line across column offer each comment.) 


STATINTL 


retired under 

the Civil Service Retirement 
System in October 1977. If 
approved the award will oe 
presented as soon as possible. 


STATINTL 


I recommend your approval 
ori the attached honor and 
/merit ax^ard for STATINTL 


CIM 


Dep^ty^Dir^c y'h 


for U 
Administration 


\ 


\\!m 


am 


: P" 




, iM- 


/f /■ 

{ x ! tf 


I , A 

I T 


Oy x ? 




f !, X. 
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1 n XXihX 3 rx sen? FT mi rOMPlilPMTIAl 


n ill 1 


INTERNAL 


n U'iC! 'S.vFiiO 




L! UNCLASSIFIED 


SUBJECT: (Optional) 


l MT ERNAL 




Use of Prefix "Ms." 


FROM: rj 

John F. Blake 

Deputy Director for Administration 


TO: (Officer designation, room number, and 
building) 












